Creating a HyperFind

Managers have the ability to create a personal | 3.
HyperFind to locate their own “Direct
Reports.” These instructions can be adapted
to create other useful Hyperfinds.

Glossary

Genie - a tool in MCtime that allows a
manager to view information on a group of
employees without having to access each
individual timecard.

Show- Located in the header, the show field
determines which people records appear in
the genie.

HyperFind - a way within MCtime that allows 4
you to find people records that match criteria .

that you have chosen.
Creating a HyperFind

1. Click on Setup in the upper right corner
to open.

Log OFf | Setup | Home | Help
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2. Click on Expand All or the arrow to open
up Common Setup and select HyperFind
Queries.

| GENERAL ~ || MY GENIES® ~

search
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Common Setup - 9

3. Select New and a new window will open
with the Labor Levels that may be used.

HYPERFIND QUERIES

La=st Refreshed: :10PM

Confirm that in the Filters menu under
General Information, Primary Account is
hlghllghtEd In peaCh' SELECT CONDITIONS EDI

save | savens > I W

Filters

E- General Information
Name or ID
Primary Account
Additional Informatl
Person's Dates

Timekeeper

Time Management

Scheduler
Accruals

User Information
Role - Timekeeper
Process Manager
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Click on the Radio Button in front of the
Manager Labor Level. (This will cause
the Workforce Central Pop-up Message.)

Click on “OK” to hide the Pop-up
Message.

Workforce Central

Too many ertries in this level, please refine the search.

tive Directar ) Reason Code
| of Elections
anager
| Members
on Operations = (Z) Batt-Unit

In the name or description field, enter
your last name, immediately followed by
an asterisk (*), with no spaces.

Click on the Search Button.

Find your name in the result list and
click on it to highlight.

Click on the Add Button to move the
information into the Manager Field.

Primary Account
@ Include ) Exclude people who meet this condtion.

Hame-ar Description
LeGuellec

("1 Department-Division

("1 Section-Subsection

| )
i
i
o

1002,LeGueller, Gael
("1 Cost Center-Fund or Project-Task

") Expenditure Org
(} Reason Code

@ Manager 1002
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Creating a HyperFind

10. Confirm that the “As of today” Radio
Button in marked.

11. Click on the “Add Condition” Button to
move the information into the Selected
Conditions field at the bottom.

) Reason Code: —————

® Manager: [tsts

) Batt-Unit: ’—

Add> M
Effective Date () Within specified time period

12. Go back to the Filters menu and click on
the plus sign (+) in front to open the
Timekeeper menu. Click on
Employment status to highlight it.

Filters
=l General Information
Hame or ID
Primary Account
Additional Informal
Person's Dates
Timekeeper
Hirg Nate
Payes
Device Groups
Badge Humbers
Time Management
Scheduler
Accruals
User Information
Role - Timekeeper
Process Manager
13. The default option is already set to

“actively employed and working as of
today”, so you need only click on the Add
Condition Button to move it to Selected
Conditions field at the bottom.

Status: OW Inactive () Terminatec!

As of:( ® Today) () Specific Date | 6/41/2012

Selected Conditions
Primany lahat a

14. Click on the Save As Button. This will

bring up the Save Query As window.

Search

*HYPERFIND
Last Refreshed: £30PM

SELECT COMDITIONS
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EDIT

Filters
[l General Information ]
Hame or ID
15. Click on the Radio Button to change the
visibility to “Personal- visible only to
me.”
16. Add a new Name: “My Direct Reports”
17. Add a new Description: “Your Name’s
Direct Reports”
18. Click OK to complete.
B save Query As @I
‘New Hame My Direct Reports ‘__—_
Gael Le Guellec's Direct Reports <
Description
Visibility
i 1 Ad Hoc - temporary query
uisihle only to me
=
19. Use your new HyperFind by selecting a

Genie and finding your “My Direct
Reports” HyperFind in the Drop down

menu.
PAY PERIOD CLOSE

Show My Direct Reports - | T
Last Refreshed: 5:17PM d ] | =
Time Period |Previous Pay Period - |
Actions ¥ Approvals ¥
Dept | Section- RIT Total | Total J;':f‘s Expected | Total | groiovee | Manager
Employes Nams 1/ | Manager Mams FTRT| Reg | Leave | 0% | sper | o7
Division | Subsection Seas Approval | Approvel

Hours | Howrs | sepegye | Pay Period | Hours
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Questions? Contact the IT Help Desk at x7-2828
or MCtime@montgomerycountymd.gov
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